COMMUNITY LlVlNG,’A Posting #E25-121
Toronto JOB OPPORTUNITY

POSITION: TemporarySupervisor)ndividual PassporSupports
REGION: All Regions

HOURS OF WORK: 37 5perweek

Community Living Toronto, one of the largest agencies of its kind in North America, is a dynamic innovative organization committed to a
vision of promoting a welcoming community. As a leader in the field, Community Living Toronto offers supports to over 6,000 individuals
within an intellectual disability as well as support to their families, including residential and day support, assistance with employment,
community support, early childhood services and respite.

QUALIFICATIONS:

CollegeDiplomaor Bachelor'sdegreaen humanserviceor arelateddiscipline. Trainingand/orcertificationin CPI(Crisis Prevention)Conflict
Managementand/orLeadershiglraining,is anassetMinimum of 3 - 5 yearsof relatedexperiencen directcareincludingexperiencevith individuals
with developmentadlisabilitiesanddual diagnosisexperiencevith implementatiorof behaviouraprotocolsandtreatmenplansanassetSupervisory
experiences required Working knowledgeof administeringa CollectiveBargainingAgreementExperiencén CommunityDevelopmentequired.
Experiencen Service/Cas€oordinatiorrequired Knowledgeof Passporfundingis anasset.

Candidatesnustpassa medicalandbefree of contagiousliseasen accordancevith applicableregulatoryrequirementsindmaintainappropriate
immunizationssubjectto requiredhumanrightsaccommodationShoulda candidatébe unableto vaccinatefor bonafide humanrightsrelatedreasonss
protectedby the OntarioHumanRightsCode,CommunityLiving Torontowill assessvhetheror notaccommodatiois possiblewithout unduehardship
basedon the obligationsof this position.

JOB SUMMARY:

The Supervisor|ndividualizedPassporSupportds responsibldor the effectiveday-to-dayoperationof CLTO’s IndividualizedPassporSupports
programaswell asthe health,safety,andwell-beingof the peopleservedandthe staff. Accountabilitiesincludeproviding oversightof directsupportstaff
andcoordinatinghedeliveryof servicego individualsin assignegrogram Working underthe guidanceof the Manager|ndividualizedPassport
Supportsthis positionis responsibldor ensuringhigh quality supportis beingprovidedwhile alsoensuringcompliancewith all applicabldegislation,
funderrequirementsandorganizationapoliciesanddirectives.

RESPONSIBILITIES:

ProgramOperations

» Workscloselywith the Managerto developandimplementprogramstandardshataddresshe psychosocialgcultural, physical,andsafetyneedof
individualsserved.

« Providesassistancé developingandmonitoringtheimplementatiorof all individuals’ behaviourdevelopmenandPerson-Directe®lansmaintaining
accuratedocumentation.

» Ensureghe programmeetsall compliancestandardsfollows the OntarioPassporProgramGuidelinesandotherregulationsasrequired.

« Assistswith the developmenandimplementation.

FinancialManagemenandProgramAdministration

* Managedudgetexpendituresf all assigneatostcentergo ensureeffectiveuseof resourcesncludingbut notlimited to reviewingandapproving
timesheetsmileageclaims,SAP ConcurExpenseManagemenBystem petty cashdisbursementsncomingcash,invoices,purchaserders,Cheque
RequisitionsandinternalFinancialTransferRequest$or eachindividual servedandprogramsupervised.

» Overseedndividuals’ Passporfunding Budgetsto ensurehataccurateecordsaremaintainedthe OntarioPassporProgramGuidelinesareadheredo,
andCLTO policiesanddirectivesarefollowed.

« Developsandapprovesassporfunding Budgetsfor eachindividual served.

* Preparesevisionsto individuals’ PassporfundingBudgetsasneededhroughouthefiscal year.

« Takesleadresponsibilityfor ensuringthetimely andefficient preparatiorof staff schedulestime sheetsandmanagemenf vacationrequests.

» CompletedPassporfunding Agreemenpackagesplanningannuallywith individualshow theywill utilize their Passporfunding

» ConductPassporConsultandPassportntakeMeetingswith individualsandtheir supportnetworks/familyto review Passporfunding guidelines discuss
fundingoptions,andhow CLTO canprovidesupportwith funding,developPlansandBudgetsregardingwhatsupports/serviceSLTO can/will provide
andhow CLTO can/will managdunding

« CompletePassportntakeprocesge.g.:completedocumentatiomndset-upof individual)

Staffing, Training,andDevelopment

» Managedull cycleof recruitmentandselectionprocessncluding proactivelyidentifying recruitmentneeddor directsupportstaff working within areas
of responsibility;initiatespreparatiorof job posting,screensinterviews,andrecommend$estcandidateéo HumanResource¢HR) for reference
checking.

« Assignscaseloadssupervisesmonitors,andevaluate®ngoingperformancef all directreports;identifiesstaff performancessuesn atimely manner
andutilizesall resources$o addresshem.

Click APPLY and attach an up to date Cover Letter and Resume.
| APPLY |

PLEASE QUOTE JOB POSTING # IN THE SUBJECT LINE

‘When required, accommodations for disabilities will be provided, on request.
By submitting your application, you confirm that the information included is accurate and true. Misrepresentation or omission of facts in
connection with your application may be sufficient cause for dismissal.

We thank everyone for their interest in Community Living Toronto; however only applicants with the necessary qualifications, experience and education will be contacted for
an interview.
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Financial Management and Program Administration
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• Takes lead responsibility for ensuring the timely and efficient preparation of staff schedules, time sheets, and management of vacation requests.
• Completes Passport funding Agreement packages, planning annually with individuals how they will utilize their Passport funding
• Conduct Passport Consult and Passport Intake Meetings with individuals and their support networks/family to review Passport funding guidelines, discuss funding options, and how CLTO can provide support with funding, develop Plans and Budgets regarding what supports/services CLTO can/will provide and how CLTO can/will manage funding
• Complete Passport Intake process (e.g.: complete documentation and set-up of individual)

Staffing, Training, and Development
• Manages full cycle of recruitment and selection process including proactively identifying recruitment needs for direct support staff working within areas of responsibility; initiates preparation of job posting, screens, interviews, and recommends best candidate to Human Resources (HR) for reference checking.
• Assigns caseloads, supervises, monitors, and evaluates ongoing performance of all direct reports; identifies staff performance issues in a timely manner and utilizes all resources to address them.
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